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First Day:

0830 = 0900
0900 - 0945
0945 - 1030

1030 < 1045

10k5 - 1130
3130 - 1200

1200 - 1300

1300 - 1335
1335 - 1450

1450 = 1505
1505 - 1530
1830 = 1635
1615 - 1645
Sevond Dayt
085 = 0900
0900 - 09L5
o095 - 1015
1035 - 1030

1030 - 1116
1115 - 1200

1200 - 1300
1300 - 1330
1330 = 115
1415 = 1500
1500 = 1515
1515 - 1600
1600 - 1630

Third Days
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SCHEDULE
Tue
Introduction; Security Briefing

Concept of Intelligsncs
Orgsnization of Govermment, Part I

Bresk

Organisation of Goverrment, Pert II
Government Torminology

Lanch

Organization of CIA
Agency Forms; Fractical Problama

Break

Agency Baildings and Shuitlen
Offloe Protocol
Pilm - "Secwrity of Information®

Wednosdsy

Informal Discussion
History of Intelligence
CIA Regulations

Break

Msiling Procadures and Documsnt Claseification
Filing

Tanch

CIA 1ibrary Facllities
Area Study
Telephone Techniquss

Broak

(Telephone Lab for Clerks
{Mechanics of Correspondsnce
Summary, Critique, Discusaion

Thuradsy

Typing Shorteuts; Practicel Problems on the
typewriter, using the Correspondence Manual;
Tﬁlephcma Lab.
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The Clerical Orientstion Course is a two or three day course
for new clerical personnel who are clearsed but have not yot reported
to their offices, It consistie of general orientation to the gov-
errment {Orpanisation of Covermment, Covernment Terminolopy), orlefie
tation Yo Intelligence (History of Intelligence, Concept of Intellipence,
Aroa Study, film on "Security of Informetion"), orientation to the
physical end organizstionsel set up of the Apency (Orgenisation of
CIA, Agency Buildings and Shuttles), and indoctrination of elericeal
akdlls (Agency Forms, CIA Regulations, Nailing Procedures and
Document Clessification, Filing, Library Facilities, Telephono
Techniques, Telephone Leb, Yechanles of Correspondence, Typing Shorte
euts, Correspondence Manual.) |
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